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	UNIT SPECIFIC ADDRESS
Phone: (XXX) XXX-XXXX
Fax: (XXX) XXX-XXXX
Email: Joe.Coastie@uscg.mil
4600
12 Nov 2010


MEMORANDUM

	From:
	UNIT’S COMMAND
	Reply to
Attn of:
	

	To:
	PO2 JOE COASTIE, EMPLID

	Subj:
	DESIGNATION AS ALTERNATE (or PRIMARY) COLLATERAL DUTY TRAVEL MANAGER


Ref:
(a) Government Travel Charge Card Program, COMDTINST 4600.14(series)

(b) Government Travel Charge Card Program Policies and Procedures, COMDTINST     M4600.18(series)



(c) Personnel and Pay Procedures Manual (PPPM), PSCINST M1000.2A
(d) DHS Travel Card Manual, FMPM, CH3, Part 3.2.1

1. You are hereby designated as Alternate Collateral Duty Travel Manager for UNIT’S NAME AND OPFAC within ATU __’s hierarchy. If you are assigned as a PRIMARY travel manager, you will be responsible for all travel managers and cardholders within your hierarchy.  Only one PRIMARY travel manager is assigned to each ATU.  In performing your duties, you shall become familiar and comply with the guidelines in accordance with references (a) and (d).
2.
As a Collateral Duty Travel Manager you will provide improved internal controls over travel charge card use and expenditures of the travelers within your organization by performing the duties listed in reference (a) and (b).  You shall follow all policy and guidance, and contact the GTCC Program Managers or the GTCC service provider/bank for clarification on topics not covered in reference (a) through (d).  The GTCC Program Managers are Mr. Michael Duchossois who may be reached at (703) 254-7175 and Mr. Matthew Falor who may be reached at (703) 258-5996.
3.  You have completed the following required training for this designation.  Certificate and transcript are enclosed for each completed course.
a. USCG LMS GTCC course #501289  
i. Date completed:
ii. Score:

b. GSA DHS Travel Program Coordinator (A/OPC) training

i. Date completed:

ii. Score:

4.
Your designation will remain in effect until rescinded in writing by this Command or you have had a change of duty station or separated from service. 
#


















    4600

FIRST ENDORSEMENT on DESIGNATION AS ALTERNATE (or PRIMARY) COLLATERAL DUTY TRAVEL MANAGER UNIT NAME/OPFAC memo 4600 of DATE
From:    PO2 JOE COASTIE, EMPLID
To:        COMMAND
1.
I hereby accept appointment as a Collateral Duty Travel Manager.  I have read and understand the provisions of reference (a) through (d). 
2.
I have completed and passed the USCG LMS GTCC course on DATE and the GSA SMARTPAY Travel Card Training for Program Coordinators (A/OPC)  on DATE as documented by the enclosed transcript and certificate.

3.  I understand that I must update my GTCC and GSA training every two years.  Failure to maintain this training requirement will result in revocation of my Travel Manager status. 
4.  My profile in GAL/EDMS is up to date with my command, unit address, phone number and email. 

# 


2 Enclosures:  (1) USCG LMS GTCC course #501289  

                        (2) GSA DHS Travel Program Coordinator (A/OPC) training
Copy: CG-PSC (BOPS-R)
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